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GUIDE FOR EFFECTIVE WRITING
OPRS AND PRES

There are few things more challenging, nor more important, for supervisors and senior raters of Air Force Reservists,
Guardsmen and IMAs than writing effective Officer Performance Reports (OPRs), Promotion Recommendation
Forms (PRFs), and Enlisted Performance Reports (EPRs).

We developed this “Guide for Effective Writing of OPRs and PRFs” to help our supervisors and senior raters write
high-quality performance reports and promotion recommendations. This guide is designed to complement, not
replace, current Air Force guidance (AFI 36-2406, Officer and Enlisted Evaluation Systems) and will hopefully assist
you in effectively communicating the performance and promotion potential of members under your supervision. It
represents a compilation from experienced writers and report users from various commands as well as comments from
prior Central Selection Board members.

Our best advice to anyone writing performance reports or promotion recommendations is to work on it. In many
cases, these documents are the only way to communicate our member’s accomplishments and promotion potential.
Taking the time to write a quality product will ensure proper promotion consideration is afforded to all.

%.T( MPSON, Colonel, USAF

Reserve of the Air Force Selection Board Secretariat



OPR / PRF EVALUATION PROCESS

Writing effective OPRs and PRFs comes down to one thing: using bard-hitting, fact-filled words and statements
that paint an accurate picture of the ratee in the mind of the reader. Since most promotion folders receive only a few
minutes of review by board members, it becomes critical that OPRs / PRFs “come alive” to the reader and contain
meaningful information about the ratee as an officer and leader. The reader must easily pick out critical facts, specific
achievements, and performance-based potential.

This guide emphasizes the key aspects of an OPR and PRF in today’s highly competitive environment. It offers
suggestions for preparing effective written reports, section-by-section, and provides written examples to highlight
both good and bad writing techniques. Observation, objectivity, judgment, and the integrity needed for the task of
communicating an officer’s performance and potential must come from you-the rater.

The worst (and most common) error made by rating officials is to write comments so ambiguous, technical, or
specialized, that report users simply don’t understand the significance of what is being reported. Many OPRs /
PRFs are so full of such comments they become totally ineffective. Meaningful OPRs / PRFs of value to board
members, resource managers, and other users, will meet, at the minimum, the following criteria:

¢ Clarity. Board members and commanders making decisions on YOUR people usually don’ have
time to sort through unclear reports and interpret meanings. Our military vocabulary is rampant
with acronyms, unique equipment terminology, and jargon that are “everyday language” to us, but
may seem “alien” to people not experienced in your command/specialty. At times it seems
impossible to explain our activities in terms which will be understood by everyone. However, this
is precisely what must be done when writing an OPR / PRF. Your objective is to “educate” the
reader about the ratee’s job performance and potential. Awvoid at all cost unigue acronyms and
terminology. Clear, concise sentences, in layman’s terms, with impact are the most effective. Use
language that is alive, that is informal, and that illuminates rather than clouds. Write to
communicate, not to impress. Remember this critical fact--only OPRs / PRFs meet the evaluation
board-not people. Your OPRs / PRFs must carry your word and conviction to the board
concerning your ratee. ALWAYS follow the Golden Rule of OPRs / PRFs: Give every OPR / PRF
you write the attention and effort you would like given to your report.

¢ Credibility. Credibility is a key ingredient in advocating your ratee’s performance and
performance-based potential. We don’t need to insult the reader’s intelligence with obvious
inaccuracies or exaggerations such as:

“Saved the United States Air Force from certain financial ruin through aggressive accomplishment of his
additional duty as treasurer of the base recycle committee. ”--Or proclaiming Lt, Capt, or Maj Jones is
the “Best in the Air Force” especially if that individual has never won an AF-wide award.

These statements sound great, but lose rater credibility, making the entire report suspect. The
challenge is to express your high (or low) regard for the ratee without exaggeration or exceeding
reasonable, believable descriptions of the ratee’s value to the Air Force, the base, or the mission.

¢ Composition. This is what will make an OPR / PRF (and the ratee) “come alive” in the minds of
board members, commanders, resource managers, or anyone who reads the report. Making
someone or something “come alive” through effective writing is achieved when the reader can
construct a mental image from your words that pique his or her interest to continue reading your
report.



¢ Content. This is the most important criteria for “effective” OPR / PRF writing. You can have
clarity, credibility, and composition, but without concrete, factual comments on the ratee’s
performance, the OPR / PRF is lacking. As the rater, you have inherent responsibility to report
those positive and negative aspects of a ratee’s performance that led to the evaluation of his or her
potential. Remember, senior officers on promotion boards are looking for one key factor in all
OPRs / PRFs-leadership, leadership, leadership! Technical expertise is a given in all fields,
whether scientists or pilots; what is needed is the ability to lead people, make decisions, produce
results. Keep this thought in mind-when our best people take the initiative to do the necessary
things to accomplish our mission, we owe them our best in terms of OPRs / PRFs.

THE READABILITY TEST (BOTTOMLINE!)

Review the Product. When you think you've finished the OPR / PREF, let it sit for a day or two, then
go back and read it. Does it say what you want it to say? Does it meet the test of simplicity, directness, and
impact? Edit the text to economize on words. Remember, choose your words very carefully--some are
valuable and others very dangerous. Look up words if you are not absolutely certain of their meaning.
However, remember, if you have to look up words, others may have to do it as well. Don’t compromise the
meaning of your thoughts because of misunderstood or misinterpreted words. Be very careful in the diction
you use. Remove words or sentences that don’t add to the message. Does sincerity come through? If not,
look at your choice of words and sentence construction. Read the draft aloud and listen to the sound of the
words, phrases, and sentences. Do your ideas flow smoothly in the text or do the points you've made keep
jumping around? If they don’t sound right—dump ’em and start again. Remember, you're trying to
convince. Do it smoothly; do it logically. Once you have arranged and organized your information on the
ratee and chopped it to its barest essentials, work on polishing the words, phrases, and sentences to exhibit
sincerity, conviction, and mission impact. When that’s done-you’re done!

Bottom Line. The OPR and PRF are the most important documents in an officer’s record. Make them a
living, breathing comment on the ratee for the promotion board member--the ratee deserves a chance to have
his or her performance understood first, and evaluated second. If you want someone promoted, make your
OPR / PRF comments “jump off the page” at the reader and seize his or her attention with your feelings of
conviction for the ratee~that’s your job--the most important you'll ever do.

TIMELINESS/LATE REPORTS

“SORRY! Your OPR / PRF didn’t meet the promotion board on time...” This is definitely not the way to start
your day, either for you or for subordinates whom you rate. The OPR and PRF are two of the most important
evaluation tools used for promotion and assignment selection. Not only must OPRs / PRFs be of the highest quality,
they must also be completed on time if they are to have any kind of impact on selection boards. There is no excuse for
a late or inaccurate report. 'Timely submission of OPRs / PRFs is the responsibility of reporting officials at all levels.
Waiting until the last minute to accomplish a report is not fair to the individual and often results in a poorly written
report. A late report also reflects unfavorably on you as a supervisor. Anticipate when a report is due and be sure
you get it done on time. (Ref: AFI 36-2406, para 3.8.5)

As you can see, the impact of OPRs and PRFs on day-to-day personnel management transcends several arenas-—
everything from force management to electronic forms usage! The goal is to come up with the best process for
ensuring we promote the people we need to keep our force strong and robust. The rest of this guide is dedicated to
explaining your part in the process by showing you what you can and should do when accomplishing OPRs and
PRFs.



OFFICER PERFORMANCE REPORTS (OPRS)

“OPRs provide a permanent, long-term record of an officer’s performance and
potential based on that performance.” (AFI 36-2406)

The OPR emphasizes performance and performance-based potential by focusing on the officer’s contributions to
the unit’s central business—its mission. It is an assessment by those raters who know the officer best, who can judge his
or her performance with objectivity and integrity, and who can communicate their observations on an OPR with
honesty and conviction.

REASONS TO WRITE OPRS

Officers in the grades of second lieutenant through colonel receive OPRs that become permanent records in an
officer’s personnel folder. OPRs are frequently used for:

e  Assignment Determinations e Awards and Decorations

® Promotions e Reduction in Force/Selective Early
Retirement Board (RIF/SERB) Actions

o School Selections
e  Other Management Decisions

The MPF monitors the performance report program for all units serviced (Annual OPRs, Change of Reporting
Official, and Directed OPRs). Generally, for annual OPRs, Squadrons receive the OPR RIP (Report On Individual
Person), commonly known as an “OPR Notice” or “OPR Shell,” information from Personnel Concept (PC) III about
60 days before the OPR close-out date. However, you cannot expect this much lead-time in OPR taskings generated
by changes in reporting officials (CROs) and for promotion boards before the OPR is required. Therefore, it is the
rater’s responsibility to assure the OPRs are prepared in a timely manner, EVEN IF HE/SHE HAS NOT
RECEIVED A FORMAL OPR SHELL TO PREPARE THE REPORT.

A series of OPRs by different evaluators in a variety of duty situations provides a cumulative record of an officer’s
development, performance, and performance-based potential compared to his or her contemporaries. These
cumulative reports are used in formulating the senior rater’s promotion recommendation to the central selection

board.

1. Annual OPRs:
a. Approximately 60 days prior to the close-out (annual OPRs), Military Personnel Data System (MilPDS) will
generate an OPR shell.

b. The Squadron OPR monitor will log in the OPR shell and assign a suspense date, allowing sufficient time for
the administrative preparation of the OPR. As a minimum, the rater, the person who types the OPR, and Flight
Commander, etc., should carefully review the report for compliance with AFI 36-2406 and to assure only quality
completed OPRs are forwarded back to the Squadron OPR monitor for final administrative action. All OPRs will be
reviewed for compliance with AFI 36-2406 and this guide.

c. When the report is received from the senior rater, it is considered complete and updated in the MilPDS. A
completed OPR is due to the Military Personnel Flight (MPF) not later than 30 days after close-out date. Any
completed report not received within these timelines will be counted “Late to MPF.” Any completed report
not received within 60 days after close-out date will be counted “Late to MAJCOM.”




2. Change of Reporting Official (CRO) OPRs:

a. CROs are generated when:

(1) Either the rater changes or the ratee separates from the Service, departs PCS or transfers to another section,
flight, or squadron, resulting in a new rater. At least 120 days of supervision by the new rater must have passed since
the close-out date of the ratee’s last OPR. It is conceivable a ratee could report to two or more separate raters in a
given reporting period without creating a CRO report, if supervision between raters is less than 120 days.

(2) A decision is made by the Commander or another officer in the reporting chain to assign a new reporting
official. This could be for disciplinary action, workload, or other reasons.

b. When a situation arises where a CRO is appropriate, it is the rater’s responsibility to notify his/her Squadron
OPR monitor that a CRO is needed, who the new reporting official will be, and the effective date of
supervision. The rater will prepare the Personnel Action Worksheet (DD Form 3141), with the ratee’s new
duty title and reporting official filled in, and will forward the worksheet to his/her Squadron OPR Monitor
for processing. The worksheet becomes the source document for obtaining the OPR shell. Upon receipt of
the worksheet, the Squadron OPR Monitor will upload the information on PC-III and order the OPR shell
using an OPR close-out date which is one calendar day BEFORE the effective date of change noted on the
personnel worksheet. You can prepare an OPR prior to submitting the worksheet as long as the worksheet is
sent with the report.

NOTE: DON’T backdate a CRO to prevent creating a late OPR situation or wait until an OPR is completed before
identifying the CRO requirement to the Commander’s Support Staff. Changes in the reporting official can often lead
to changes in the additional rater as well

3. Directed Reports:

a. Headquarters Air Force (HAF)-Directed OPRs:

(1)  Promotion boards are the primary reason why HAF-directed reports are often required. Any Lt Col or
below who is “Above the Promotion Zone (APZ)” and has not received an OPR since the last promotion board requires
a HAF report. The close-out date will normally be 60 days prior to the central selection board date.

(2) There are few instances where an OPR notice for a HAF-directed report will be received 60 days prior to
the close-out date. In Section I of the OPR, leave the blocks for the close-out date and number of days supervision blank
until they are furnished by MPF. Otherwise, these OPRs should be complete and ready for turn in by the time MPF
generates the tasking. (It’s far better to have an OPR completed and later not need it, than not to bave one prepared in
advance when a short suspense tasking is generated,) Therefore, to effectively manage and prepare for HAF-directed
reports, you must not only know if your people are being considered for promotion, but what promotion zone they
are in. To obtain information about upcoming promotion boards and eligibility, call the Career Enhancement
Section at the MPF.

b. Commander-directed OPRs:

Commander-directed OPRs may be done when an officer is placed on or removed from the Control Roster or if an
officer’s performance or conduct is unsatisfactory or marginal. Close-out dates for the OPR are at the discretion of
the Commander.



PROMOTION RECOMMENDATION FORMS (PRFS)

“The purpose of the promotion recommendation process is to provide performance-based differentiation to
assist central selection boards. The AF Form 709, promotion recommendation form (PRF), is used for
promotion purposes only.” (AFI 36-2406, para. 8.1)

GENERAL INFORMATION

¢ The ANG will use the AF Form 709 (PRF) for promotion to lieutenant colonel and colonel.

e The USAFR will use the AF Form 709 for promotion to lieutenant colonel and colonel, and for Position
Vacancy (PV) promotion nomination to all grades.

e HQ ARPC/DPBB will issue instructions specific to each board.

* A senior officer having direct access to, or personal knowledge of, the officer’s performance prepares the
PRF.

* Senior raters must review the ratee’s Record of Performance (ROP), Duty Qualification History Brief
(DQHB), Personal Information File (PIF) and Unfavorable Information File (UIF)(if applicable) before
completing the PRF.

e Senior raters may also obtain information on an officer’s most recent duty performance and performance-
based potential from subordinate or previous supervisors and may consider their suggestions based upon the
officer’s duty performance for PRF recommendations.

®  Under no circumstance should an officer be asked to draft or prepare his or her own PRF.

e Senior raters are required to provide the member a copy of the PRF (hand-delivered or sent in a sealed
envelope clearly marked, “To Be Opened By Addressee Only”) approximately 30 days before the selection
board.

e Senior raters will complete the PRF in enough time to arrive at HQ ARPC not later than 30 days before the
selection board convening date (45 days prior for Position Vacancy boards).

The PRF is a separate report used to communicate the senior rater’s promotion recommendation to the central
selection board. PRF comments should describe key performance factors from the officer’s entire career not just
recent performance. PRFs should show progression through increasingly demanding positions. They should show
both past achievement and future potential in the next grade. PRFs often create the first impression at a board! When
reviewing the PRF, board members are counting on the judgment of the senior rater to help them make the best
promotion decisions.

Since the identifying criteria used for the PRF Senior Rater is the same as that of the OPR Reviewer, in most cases,
they will be the same person. Therefore, the OPR Reviewer must exercise great care to ensure the validity and quality
of the raters’ comments. If the OPR Reviewer allows inflationary or inappropriate rater comments, his or her
concurrence on the OPR may not track with the promotion recommendation on the PRF. Rater or additional rater
statements that overstate an individual’s ranking in the larger organization are inflationary and are unfair to the officer
being rated and to other officers within the organization. Raters and additional raters should avoid these inflationary
tendencies and OPR Reviewers have the responsibility for correcting them when they do occur.



Include the following:

Performance in past jobs (i.e., entire career) in addition to recent performance

It is mandatory for senior raters to comment on completed court-martial convictions in PRFs, and
consider including comments related to behavior or performance which resulted in an Article 15 action,
letters of reprimand, admonishment, or counseling. The senior rater can also mention that the ratee
received an Article 15 (if applicable).

It is mandatory for senior raters to make comments in PRFs following a court-martial. If the court-
martial occurs after an officer is non-selected, comments on the PRF are mandatory for the next
promotion consideration.

Comments are mandatory for all “DO NOT PROMOTE THIS BOARD?” recommendations, regardless of
promotion zone.

Promotion recommendation, but to the next higher grade only. For example, “Make him a Major now” is
acceptable for a Capt; “He’s filling a Lt Col billet” is NOT acceptable; and “He’s senior officer material® is
NOT acceptable if the ratee is a major or below (the term “senior officer” has been interpreted by
AFPC to mean the grades of colonel and above)

Comments on extraordinary achievement in PME, advanced academics and pre-commissioning activities -
- Do so with caution, as these entries may tell a board member that the officer’s Record of Performance
(ROP) doesn’t contain significant duty accomplishments

Recommendations for PME, Regular Air Force (RegAF) augmentation or selective continuation

Recommendation for PME in-Residence: Consideration of such recommendations is highly
encouraged, but not required. If you do recommend in-residence PME the following restrictions apply:

e 2Lt-1Lt: Squadron Officer School (SOS) only.

o Captain: Squadron Officer School (SOS) until it has been completed in-residence or the officer has
more than six years commissioned service. If any of these criteria have been met, a Captain should
be recommended for Intermediate Service School (ISS) or Air Command and Staff College (ACSC).

e Major: Air Command and Staff College (ACSC), Intermediate Service School (ISS), or an equivalent
program until an in-residence program has been completed, then Senior Service School (SSS).

e Lt Col (SEL) or Lt Col: Senior Service School (SSS). You may specify Air War College, National
War College, or another equivalent school, if you desire.

PRF “Show Stoppers”

As with OPRs, several comments are also INAPPOPRIATE and/or PROHIBITED. See AFI 36-2406,
Table 8.1, for a comprehensive list.

10



FCHANICS, MECHANICS, MECHANICS

OFFICER PROMOTION REPORTS %

The following instructions provide a block-by-block guide to assist raters in preparing Officer Performance
Reports, AF Form 707A (Field Grade) and AF Form 707B (Company Grade). Both of these forms have identical
sections and blocks with the exception of “Section V, Performance Factors” which uses different verbiage to describe
performance and a typically unused area on the back of AF Form 707B (Section VII), which raters use to explain why
mandatory performance feedback was not provided IAW AFI 36-2406 for a company grade officer. Excluding this
block, the instructions for completing these forms are identical. Each section below corresponds with the section of
the AF Form 707A and B. When numbers are listed under a section heading, they correspond with an identical
numbered block within that section.

Section |. RATEE IDENTIFICATION DATA

Information for this entry is provided to the rater via the OPR shell from MPF. The rater confirms that the
information is correct and transfers the information to the OPR form in the appropriate block, EXACTLY as it
appears on the OPR shell. Errors in Section I detract from the overall effectiveness of the OPR report and/or delays
its entry into the ratee’s permanent records. If errors are fond on the OPR shell, report them immediately to the
squadron OPR monitor or Commander’s Support Staff (Ref: AFI 36-2406, Fig 3.2).

Format Guidelines:

|. RATEE IDENTRICATION DATA B od sVBSKA cantully dedom iding io omy Stomd
1. NAME Rart, Fivt, MSle ovtiolt 2. 8N 3. GRADE 4. DAFSC
IAST, FIRST MI. (ALL CAPS) 123-45-5783FR Capt (from shell)
5. PERIOD OF PEPORT €. NO. DAY S SUPE RV ISION 7. REASON FOR RE FORT

Fram: 1 Mar 94 | thu: 28 Feb 95 365 (from shell) ANNUAL (fom shell)
3. ORGANIZATION, COMMAND, LOC ATION 9. PAS CODE
815t Medical Support Squadron (ARTC), Keesler AFB MS (upperflower case) (from shell) | (from shelly

1. Name: Type the individual’s name exactly as shown on the OPR shell (Last name, First name, Middle Initial). The
name may be all upper case or a combination of upper and lower case.

¢ Example: SMITH, JOHN J., JR. or Smith, John J., Jr.

Compound names such as DE LEO, Van Horn, etc may be typed in an upper or upper/lower case form as shown
above - even though they’ll appear as “DELEO” or “VANHORN?” on the OPR shell.

2. SSN: Type the individual’s social security number as shown on the OPR shell. The SSN is always nine (9)
numbers.

¢ Example: 123-45-6789
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3. GRADE: Type as shown on the OPR shell or source document using one of the following formats (see notes

below):

2Lt - - Ma Major
bt e e LtCol LiC -
Capt  Cpt  Captain Col Colonel

¢ The latest electronic versions of the AF Forms 707A/B (utilizing FormFlow) include a drop down list of
values for this field. Simply double-click within the block and select the appropriate rank from the list of
valid entries.

¢ If the member is an Individual Mobility Augmentee (IMA), put (manually type) non-extended active duty
(“Non-EAD”)

. Example: SMITH, JOHN J., JR (NON-EAD)

¢ If the individual was promoted on a date before or equal to the close-out date (“Thru” date on the OPR
shell), type the new grade in the block and ensure the correct form version is used based on the ratee’s rank.

¢  Maj - Col: AF Form 707A
* 2Lt - Capt: AF Form 707B
4. DAFSC: Type exactly as shown on the OPR shell, including prefix and/or suffix, if applicable.

¢ If the individual’s DAFSC has changed or upgraded (i.e., 36P1 to 36P3) on or before the close-out date of the
OPR, use the new DAFSC. Ensure the correction is updated in MilPDS prior to submitting the report.

5. PERIOD OF REPORT: Type the “From” and “Thru” dates as they are shown on the OPR shell.

¢ The “From” date is always the day after the close-out date of the previous OPR

¢ If you believe the “Thru” date is incorrect, call your squadron’s OPR monitor or MPF.

¢ “DD MMM YYYY” {ormat is mandatory
6. NUMBER DAYS SUPERVISION: Type as shown on the OPR shell. However, if either the rater or ratee has
been TDY, on leave, or in a patient status for a period of 30 or more consecutive calendar days, during the period of the

report, subtract the number of days from supervision. Annotate the OPR shell explaining the change and/or attach
orders.

¢ If the “Thru” date is changed, ensure that the number of days supervision is correctly adjusted.

7. REASON FOR REPORT: Type as shown on the OPR shell (i.e., ANNUAL, CRO, or DIRECTED)

¢ The latest electronic versions of the AF Forms 707A/B (utilizing FormFlow) include a drop down list of
values for this field. Simply double-click within the block and select the appropriate rank from the list of
valid entries.

8. ORGANIZATION, COMMAND, LOCATION: Type in Upper and lower case using clear text description of
the organization rather than what is on the OPR shell

¢ Example: 81" Medical Group (AETC), Keesler AFB MS
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9. PAS CODE: Type exactly as shown on the OPR shell
¢ Example: KBORFC4F
. Ensure you indicate the members Assigned PAS regardless of where the member pulls duty

) One of the most common errors is to use a capital “O” vice a zero (0) in the PAS code - Be Careful!

Section 1l. UNIT MISSION DESCRIPTION

The unit mission description identifies the unit’s responsibilities and its place in the Air Force organizational
structure. Created by the unit commander, the standard or “canned” unit mission description must be approved by
the Reviewer. The approved mission description is the only acceptable entry in this section and will appear on all
OPRs of all officers assigned to the unit. It is included on the report to tell the reader what the unit is, what it does,
and whom it supports. It helps the reader better understand the significance of the ratee’s accomplishments.

Format Guidelines:

Il. UNIT MSSION DESCRIPTION
Start here; use narrative format---don't exceed four lines; use the approved utit mission description; write
in plain English for clear widerstanding for a person who is not familiar with your mission; don't use
nnfamiliar technical/scientific tepms or acronyms; clearly state the unit's msking, who it supports, and its
impact to the Air Force mission.

Section l11l. JOB DESCRIPTION

The purpose of the job description is to explain duties performed and the officer’s level of responsibility. Don’t
make the mistake of underestimating the importance of this section of the OPR! This is your opportunity to put the
importance of what your officer does into perspective with others in their peer group. The job description establishes
the performance standard against which mission impact is measured. A strong job description sets the tone for the
rest of the report—it is the framework! Make the job come alive, but don’t exaggerate. The following concepts will
help prepare strong job descriptions

Format Guidelines:

. JOB DESCRPTION 1. oury itee: Start here; 2 spaces after the "colon;” ALL CAPS

2. KEY DUTIES, TASKS, AND RESPOnSIELITIES. STart here; use NARRATIVE format; be concise and descriptive. This
section is limited o 6-2/3 lines only. Relate duties and responsibilities o the mission description; no jargen
of actonyms. Describe level of job responsibilities, the itnpact, the number of people supervised, resousrces
managed, budges, eic. Include ALL jobs held during the reporting period, not just the current one.
SIGNIFICANT ADDITIONAL DUTY (IES): They tmust be directly refated 1 the mission or the officer's
primary duties, be clear and concise. If the mtee changes jobs during the reporting period, list "PRIOR
DUTY((IES):..." 35 the last sentence znd list the miee's last duty title(s).
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1. DUTY TITLE: Copy exactly as shown on the OPR shell. Abbreviated words may be spelled out as space allows.
The duty title must be printed in CAPITAL letters. You must “crowd” the top line of the block with the duty title
to have enough space for the “Key Duties, Tasks, and Responsibilities” material. If the duty title on the shell has
changed prior to the close-out of the OPR, an AF Form 2096, Assignment/Personnel Action, must be submitted with
the OPR to correct/update.

*

Only 32 characters are allowed in the MilPDS system, so the duty title may be abbreviated on the computer-
generated OPR shell. However, on the OPR, the duty title should be spelled out in its entirety. All OPR
users may not know abbreviations, acronyms, and project names -- their use may result in damaging
ambiguity.

If the title is too weak or in error, make a retroactive change to the title through a MilPDS update. Check
with the Squadron OPR Monitor or MPF prior to doing this.

Be inventive and descriptive when writing duty titles, without being wordy or boring. Don'’t cop out by
repeating the title of the AFSC specialty code, e.g., Personnel Officer, Dental Officer, F-4 Pilot, Mechanical
Engineer, etc. Try to make the officer sound like a manager, a leader, a person in charge--rather than a
technician, a worker-bee, or a faceless drone.

POOR GOOD
OIC, Radiology (All officers are OICs) Chief of Radiology
General Dentist (Boring!) Assistant Chief of Dental Services
Supervisor, Outpatient Services (Swell, I think) Director, QOutpatient Services
Charge Nurse, BMT (BMT???) Charge Nurse, Bone Marrow Transplant Unit
Commander (Commands What?) Commander, 81" Medical Support Squadron

2. KEY DUTIES, TASKS, RESPONSIBILITIES: With the exception of the Rater’s and Endorser’s remarks, this

part of an OPR is one of the most important. This item should never be left blank. Someone “out there” will know
what your ratee’s job entails - you can count on it! Write this section of the OPR as if no one knows what the job
includes. DO NOT understate the duties, tasks, and responsibilities of the ratee. An “ambiguous” job title and/or
poor description of the ratee’s duties can cause the officer’s accomplishments to be not fully appreciated. Attempt to
include as many of the following as you can:

Use short, hard-hitting sentences that specify and quantify (Don’t beat around the bush).
Number and type of people supervised (directly / indirectly) or at least the fact that supervision is involved.

Don’t try to trick the reader by layering supervision (e.g., Assistant Deputy Chief in a two-person office)--
board members will see through this.

Dollar amounts of programs / resources managed, budgets equipment costs, etc.

Critical nature and / or scope of responsibilities - original research, mission support, senior management
support, contributions to national defense or to the mission of the Air Force or MAJCOM.
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¢ SIGNIFICANT ADDITIONAL DUTIES should be included in this section, only if they are directly
related to the unit mission. Other additional duties performed during the period of the report may also be
included if they influence ratings or comments in the report. The following are examples of “additional
duties” not significant to mission accomplishment and are probibited in Section III, but are allowed in

Sections VI or VII:
e  Unit Voting Officer e  Social Actions Monitor
e  Weight Program Monitor *  Suggestion Monitor
e Officer Performance Report Monitor ¢  Building Custodian
e INTRO Monitor e Flight Admin and Morale Officer
e Squadron Awards/Decorations Officer ¢ President of CGOC
¢  Unit Historian ®  Unit Combined Federal Campaign Representative

¢ Division Cost Center Manager

¢ If a ratee changes jobs during the reporting period, list his / her “PRIOR DUTY(IES):—" as the last sentence
in Section III.

Section IV. IMPACT ON MISSION ACCOMPLISHMENT

Results! Results! Results! Enthusiastically describe the ratee’s accomplishments. Focus on the officer’s
performance, its impact, and why it was important to your mission. Some promotion board members depend on this
section of the OPR to provide the most telling information about the individual they are evaluating. This section, in
concert with Section VI, provides the “meat and potatoes” of the officer’s evaluation. Get the reader’s attention--start
with a strong statement. Since this section is limited to nine lines, it is critical to use concise, hard-hitting facts and
action words and phrases--for the greatest impact, use all nine lines.

Section V. PERFORMANCE FACTORS

This section identifies six factors representing qualities and skills all Air Force officers must demonstrate in the
performance of their duties. To reinforce the understanding of what officer qualities are important, descriptions of
behaviors or standards are provided on the form under each factor. The standards listed aren’t the only ones that may
be considered, and rater considerations may extend beyond just on-the-job performance. For instance, it’s the duty of
every officer to obey civil law. Being arrested by civil authorities for breaking those laws may indicate a failure by the
officer to live up to his or her duty and may be reflected in the ratings of Leadership, Professional Qualities, and
Judgment, and should be mentioned in Section VI, Rater Overall Assessment.

Note that the system is a two-block system - “Does Not Meet Standards” / “Meets Standards”. With the JetForm

FormFlow Program, the Rater merely selects (clicks) in the appropriate block to indicate whether the officer meets
the standard expected of his or her grade and experience.
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As mentioned earlier, different OPR forms are used for company grade (AF Form 707B) and field grade (AF Form
707A) officers. On the field grade officer form, additional standards have been added to some of the performance
factors and others have been expanded over those listed for company grade officers. These differences suggest the
broader focus on performance expected when identifying “best qualified” at the field grade level.

The general quality of Air Force officers is quite high and nearly all officers will meet standards in each area.
Therefore, if the rater marks any factor as “Does Not Meet Standards,” the report becomes a referral report and is
processed accordingly. The two-block rating scale ensures that an officer whose record is negatively impacted by a
performance rating will have an opportunity for redress. The officer being rated will be given an opportunity to
comment, and the rating officer will be obligated to explain how the officer is failing to meet standards. If you believe
you may have a referral OPR, refer to AFI 36-2406, para 3.9 for guidance and processing instructions or contact the
MPF for assistance.

Additional Guidelines For Section V:

¢ A “Does Not Meet Standards” rating requires referral and specific comments in Sections IV, VI, and VII
explaining the unacceptable behavior/incident.

¢ The fact that all “Meets Standard” blocks are marked doesn’t exempt a report from being or becoming a
referral report. Comments in the report, or the attachments, that are derogatory in nature, imply/refer to
behavior incompatible with or not meeting minimum acceptable standards of personal or professional
conduct, character, judgment or integrity, and/or refer to disciplinary

¢ If the additional rater or the reviewer non-concurs with the marked ratings, he/she must initial a different
performance factor block.

¢ No erasures or corrections of any kind are allowed in this section.

Section VI. RATER OVERALL ASSESSMENT

This section of the OPR is probably the most important. It provides an opportunity for the rater to continue
making comments regarding the ratee’s actions that contributed to accomplishing the unit mission. Further, this is
where it is appropriate for the rater to make statements regarding the ratee’s potential, as well as recommendations for
appropriate PME and future assignments. Common promotion board criticism of this section is that it does not place
enough empbhasis on leadership and officership. Board feedback also indicates that this is where senior raters must make
a clear distinction between the very top performers compared to the rest of his or her contemporaries.

¢ Here are some points to keep in mind when completing this section of the OPR:

¢ Recommendations for promotion, whether specific or implied, are PROHIBITED throughout the OPR.
The following are examples of “implied” promotion recommendations (the offending portion is underlined for
empbhasis):

- Her future progression in either rank or responsibility is unlimited

- ... performing at levels above his present grade

- ... far exceeding her years and rank

- A stellar performer ready to become a senior leader in logistics
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- She’s field grade material (submitted on a company grade officer)

- Maj Jones 1s filling a Lt Col billet

- Ready for advancement now (advance(ment) is synonymous with “promote”)

Note: The term “senior” is reserved for officers already in the grade of Colonel or above. Any use of this
term (i.e., senior officer/leader/manager/staff/executive, etc.) is not authorized for Lt Colonels and below.
(See Attach 3, AF/DP Policy Letter)

Ensure the report is signed ON or AFTER the close-out date.

It is highly suggested the space for the rater’s comments be filled in completely, implying, if you had sufficient
space, you could write all day about the officer’s many accomplishments.

The first and last bullets are the most important. The first bullet states the ratee’s leadership abilities and grabs
the reader’s interest and attention to find out why you hold the ratee in such high regard. The last bullet
reaffirms your positive and powerful feelings about the officer’s professional potential by recommending
him/her for PME, retention, augmentation, and/or future job assignments. Remember--z0 recommendation
may be taken as a “no recommendation” and be viewed negatively by board members!

LEADERSHIP is considered by many senior officers to be “the most important” of all performance factors.
Keep in mind; board members are “senior officers” If you find this performance element difficult to justify,
your ratee is in deep trouble.

Be enthusiastic, be definitive and “spesk” in assertive tones. Make the reader want to like this officer
professionally.

DON’T use this section for additional examples of performance. The intended and most effective use of this
section is to elaborate on the ratee’s leadership and potential.

Comments about significant additional duties and civic activities may be included, but with caution. Such
statements do not make efficient use of the limited space available to convey performance and officership,
and they have little influence on board members.

Don’t comment about civilian occupation unless it directly relates to the military position and enhances their
military performance

If the rater in Section V1 is also the reviewer for Section VIII, type “RATER IS ALSO THE REVIEWER” in
Section VIII and leave Section VII blank. Multiple general officers serving as evaluators are prohibited (AFI
36-2406, para. 3.1.3).

Reference AFI 36-2406, para 3.6 for Mandatory Comments

Reference AFI 36-2406, para 3.7 for Inappropriate Evaluator Considerations and Comments

Format Guidelines:

V1. RATER OVERALL ASSESSVENT

- Start here, maximum nine lines ; BULLIET format not 0 exceed three lines. . .one or 5ao preferred

- Use hard-hitting, power-packed verbs and adjectives for impact statements. .. use ACTIVE voice

- First bullet should make a smtement about person’s "leadership abitities; " use this section o contittue
comments from Section IV or expand with more examples. .. DON'T repeat itetns atready mentioned

- Comments on potential must be based on current duty performance and not on other considerations such
as PME, advanced academic education, duty history, efc.; minimize use of pronouns (he, she, him, her)

- Promotion recommendations, veiled or implied, are PROHIBITED

- Recommetdations for in-residence PME, retention, augmentation, and futire job recommendations, etc.,
are appropriate (recommended on the last ling)
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BOARD MEMBER FEEDBACK (Applies to Rater and Additional Rater):

¢ “Ready for increased responsibility” is overused; be specific about the future jobs the officer should be
considered for on their next assignment.

¢ LEADERSHIP!!! Boards are looking for officership and leadership. Technical expertise is a given in all
fields, whether scientists or pilots; what is needed is the ability to lead people, make decisions, and produce
results!

¢  Leaving out a recommendation for service schools is a signal--a “negative” signal.
¢  Show impact of officer’s performance from the user’s point of view (war fighting capability)

¢ Signal your really top officers by comparing to peers (top 5%, etc.); be careful to save for your best or it will
lose impact. Keep within your scope of responsibility / knowledge.

Warning: A Rater at the unit level cannot state “top 2% in the wing,” etc. - this is outside his/her
scope/authority. However, it would be authorized if the wing commander (Reviewer) makes such a
statement.

¢ Personal knowledge of performance; ranking among contemporaries (i.e., “My best of 28 maintenance officers
in the C-130 upgrade plant,” etc.).

¢  Should not repeat details of front-side mission accomplishment bullets.
¢ Need specifics on mission related accomplishments.

¢ Use best bullets in endorsements (Section VII). State payoff to the operational customer. Use the most “hard-
hitting” facts and show impact to the Nation and Air Force.

Section VIi. ADDITIONAL RATER OVERALL ASSESSMENT

The additional rater is the rater’s supervisor. This section provides an opportunity for the additional rater to add a
broader view of the ratee’s performance and potential based on performance. Like the rater, the additional rater is
limited in what may be considered when assessing potential based on performance. The additional rater must review
the ratings and comments of the rater for completeness and impartiality. The concur / non-concur blocks provide a
clear indication of agreement / disagreement with the rater’s evaluation. The additional rater may disagree with either
one or more of the six performance factor ratings in Section V, or with comments made by the rater in Sections IV or
VI, or with a combination of all three. Disagreement with a performance factor rating in Section V is indicated by
the additional rater initialing the other rating square of the performance factor and marking the non-concur block in
Section VII. Disagreement with the rater’s comments in Section IV or VI is indicated by marking the non-concur
block, and explaining the disagreement in Section VII.

Note: Additional rater comments are mandatory (unless rater qualifies as additional rater / reviewer). See AFI 36-
2406, para 3.1 for Evaluator Requirements.

In this section, the additional rater must be brief and direct without sounding aloof. Write as if you know the
ratee personally. Comment on at least one “meaty” achievement and echo the rater’s recommendations for PME,
retention, augmentation, and future job assignments (i.e., Flight Chief, Group Commander, Air Staff, MAJCOM,
etc.). Board members expect to find your specific recommendations and place great emphasis on your valued
judgment of the ratee. The key to this section is to be enthusiastic in expressing your recommendations for the ratee.
Werite your first and last bullets with impact.
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Format Guidelines:

WIl. ADDITIONAL PATER OVERALL ASSESSMENT CONCUR [] NONCONCUR [

- Start here, this section is limited 0 five lines; BULLET format required; no periods

- The additional rater is normally the mter's mater and must be in a grade higher than the ratee unless the
e is an 0-6; ensure date signed is on or after te date signed by the mter

- Be consistent with the mter's recommendations in Section VI; hand-scribe an "X" in the concur or
nhonconcur box; personalize this section; be brief; be direct

Section VIIl. REVIEWER (Senior Rater / Final Evaluator)

Section VIII provides the reviewing officer an opportunity to concur / non-concur with the additional rater’s
evaluation and comments. A quality review is the reviewer’s primary responsibility. If the reviewer agrees with the
report and the ratee is not a Colonel or Colonel select, no comments are allowed in Section VIII. The reviewer simply
marks the concur block and signs the report. If the ratee is a Colonel or Colonel select, the reviewer may make
optional comments on a ratee’s command potential and appropriate timing for command in Section VIII, without
having to non-concur with the OPR. If any part of the report is considered inappropriate or unrealistic, the report is
returned for reconsideration. If the rater and additional rater fail to agree, the reviewer marks the non-concur block,
notes the disagreement, and sends the report forward. The reviewer may not “non-concur” for the sake of endorsing
the report (e.g., “This officer is even better than previously stated”). Keep the following information in mind when
completing this section:

¢ All reviewers must be the person holding the senior rater position designated by the Management Level (ML)
for the ratee’s organizational Personnel Accounting Symbol (PAS) (see para 8.1.4.3).

¢ Reports will NOT contain more than one general officer as an evaluator.

¢ When the final evaluator is not a USAF officer or DAF civilian, an AF Advisor must review the report (para
3.10).

¢  The reviewer (if applicable) must sign Section VIII-initials are prohibited.

¢ The reviewer must be the ratee’s senior rater and will be the final evaluator on the OPR

¢  Exception: If the rater or additional rater is also the reviewer, type “ADDITIONAL RATER IS ALSO
THE REVIEWER? in Section VIII.

¢ For lieutenant colonels and colonels, the reviewer must be the first general officer (includes BG selects), or
equivalent, in the rating chain who has been designated as a senior rater by the ML.

¢ For lieutenants through majors, the reviewer must be the first colonel (or equivalent) in a wing commander
(or equivalent) position who has been designated as a senior rater, as determined by the ML.\

¢ For ANG officers, lieutenant colonel and below, the reviewer will be the wing or group commander. For a
member assigned to a unit where there is no parent wing or group headquarters in state, the state Adjutant
General will establish an equivalent command-level review authority.

¢ For ANG colonels filling a wing or group, deputy commander, or GSU commander position (where there is
no parent wing or group headquarters within the state) the first general officer in the rating chain will review

the OPR.
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*

As mentioned earlier, the reviewer for an OPR, in most cases, will be the “Senior Rater” for the Promotion
Recommendation Form (PRF). As such, the reviewer must exercise great caution to ensure the validity and
quality of the raters’ comments, the appropriateness of the entries for a particular section, and the correctness
of the entries of each section of the OPR. Overstatements on a ratee’s ranking or performance potential in
the larger organization are inflationary and are unfair to the officer being rated and to other officers within

the organization.

Format Guidelines:

Vill. REVIEWER I CONCUR | [nonconcur

- Comnments not allowed, unless a Col/Col(s) or referral OPR; hand-seribe an "X" in "concurfon-concur™ box
- If the rater in Section VIis also the reviewerin Section VII, type (all capitals)...RATER IS ALSO THE

REVIEWER in Section VIII and leave Section VII blank
- If the additional raterin Section VI is the reviewer, type (al capitals)...ADDITIONAL RATER IS ALSO

THE REVIEWER in Section VIII

Example of a REVIEWER’s Command Potential Statement (Col / Col(s) Only):

WiII. REVIEWER [ Tconcur | [nonconcur

- Accelerate this superstar...make no mistake, he is definitely ready and capable of making a big impact...send
to MAJCOM staff and follow with a support group in CY98...hel shine!
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PROMOTION RECOMMENDATION FORMS (PRFS)

The Promotion Recommendation Form (PRF) is used to assess an officer’s performance-based potential and to
provide a promotion recommendation to the central selection board. It is clearly the single most important
document in an individual’s selection folder. PRFs are not a permanent part of the ratee’s record. All PRFs are
removed from the selection record group at the conclusion of the central selection board.

Performance-based potential is the assessed capability of an officer to serve in a higher grade as demonstrated by
performance in his or her current position and in past jobs or positions. The responsibility to make this critical
assessment rests squarely on the senior rater. He or she should consider the ratee’s level of duty performance,
demonstrated expertise in skills important to all Air Force officers (e.g., leadership, team building, decision-making,
communication, organizational, etc.), and the officer’s willingness to go beyond what is specifically required of the
job.

When preparing recommendations for promotion, you must consider where the officer is in his / her career and
comment appropriately. For example, promotion boards are briefed that they should use the following chart when
evaluating officers’ career progression:

BREADTH

- Breadth of Experience

- Broad Leadership
DEPTH - Advanced Qualification
- Primary Job Performance

- Basic Professional/Technical Skills

- Leadership Development

Lieutenant Captain Major Lt Colonel Colonel

¢ PRFs on Captains (greater than 3 years time in grade) should focus more on how well they’ve learned their
basic job skills and put them to use, how they stand out from the crowd, and how they’ve shown their

officership skills.

¢ PRFs on field grade officers should show how they’ve had successively more demanding jobs and how they’ve
demonstrated their leadership skills. At senior levels, technical expertise is a given, whether it’s a pilot, civil
engineer, or physician. In today’s Air Force, it’s not enough to be a technical expert; stress that the officer is
ready to command or lead an organization performing a vital Air Force mission.

A section-by-section discussion of the PRF will aid in understanding the promotion recommendation process
(Reference: AFI 36-2406, Table 8.1):

Section |l -l

Section I, RATEE IDENTIFICATION DATA; Section II, MISSION DESCRIPTION; and Section III, JOB
DESCRIPTION, are essentially the same as the respective sections of the OPR. Use the same format guidelines
described earlier in this writing guide (Officer Performance Reports).
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Section IV. PROMOTION RECOMMENDATION

This section of the PRF is critical to the promotion board. It explains what makes the ratee one of the best
qualified for promotion, or otherwise supports the recommendation given in Section IX, OVERALL
RECOMMENDATION. When completing this section of the PRF, keep the following in mind:

L

L4

Bullet format is required. Use bullets that “explode” on the page, particularly for your very top performers!

Clearly indicate the ratee’s ability to serve in a higher grade and use language which highlights the ratee’s
ranking in your organization. For example:

¢ Absolutely the best major in my wing...
¢ My #1 promote
¢ The number one medical professional in the wing
¢ My best-promote immediately
¢ NOTE: Keep track of these comments and maintain integrity by avoiding multiple use of the same
statement, especially for officers receiving a rating of “Promote.” Don’t make the error of writing, “My
top captain” or “My number one officer” on five different officers. Board members really do notice, so be

cautious.

Use symbols to save space and draw attention to significant accomplishments, e.g., “100% pass rate” or “Saved
unit §$185K.” These same symbols are not allowed on OPRs, but are permissible for PRFs.

For medical / dental officers who are board-certified, include a statement highlighting this achievement.
For Position Vacancy (PV) PRFs only--DON’T use the same verbiage 2 years in a row.

Discriminate within your “promotes” to help a board select the best. Vary the strength of your
recommendations -- not all “promotes” can or should be promoted to the next grade.

Senior Raters now have the flexibility to document all PME and Advance Academic Degree (AAD) on PRFs
for mandatory promotion boards considering officers for promotion to Lt Col & Col, and for PV boards
considering officers for Maj, Lt Col, and Col. The policy for PRFs used to nominate Capts for PV will remain
unchanged.

Consider dividing this section into three parts, using a chronological format:
¢ First five lines - highlight past accomplishments
¢ Next two lines - devote to current duties
¢ Last two lines - address potential-ending with a “POWER” statement for promotion

Revise, Revise, Revise-make every word count; be enthusiastic and use “hard-hitting” and “powerful”

statements. Remember: The strongest single factor for promotion selection to any grade remains outstanding
duty performance in positions of greater responsibility and leadership at various levels of the Air Force.
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Format Guidelines:

I¥. PROMOTION FECOMVENDATION

- Start here, BULLET format, this section limited to nite lines; no periods; aligh hulles/text properly

- Cover amonq)hshnmts thronghout caresr o show officer's readifiess for promotion

- Focus on performance and performance-based potential
-- Use "hard-hitting" examples of current and past performance; make your ratee "come alive"

- Show how your officer stands owt from peers (e.g., my best, my #1 promote, top 5 percent, efc.)
Makze a "written” recommendation for promotion as well as marking the appropriate block in Section IX

- Lack of "written" reconmunetclation can confuse the board (signal or oversight?)
- Ma]ge appropriate PME selection recommendation
- Persondlize your commenis and be enthusiastic about your matee and his/her promotion potential

BOARD MEMBER FEEDBACK:

¢  PREF creates the first critical impression about the ratee

¢  Section IV contains nine lines. Unused space leaves a negative impression—-use all nine lines and fill up the
‘white space”

¢ Avoid technical terms that can’t be understood by all--explaining them wastes a lot of valuable space
¢  PRF and OPRs should show consistency
¢ Best PRFs highlight and summarize the officer’s entire career--useful when it builds a case for promotion

¢  Officers don’t “deserve” promotion--they may have “earned” it or “be ready” for it; don’t use the word
“deserve.”

¢  Show how officer stands out from peers (e.g., my best, my #1 promote, etc.)

¢  Make a written recommendation for promotion as well as marking the blocks! Lack of written
recommendation confuses board (signal or oversight???)

Section V. PROMOTION ZONE:

e Leave this section BLANK -- This section is no longer used for Reserve Officer Central Selection Boards .

Section VI. GROUP SIZE:

¢  For ResAF, rank order all officers awarded a “DP” recommendation, within each competitive category

(ie.,2/5/10. This entry MUST be HANDWRITTEN.

¢ The officer is ranked number 2 of 5 officers awarded a “DP” out of 10 officers in that competitive
category meeting the selection board.

¢  For officers receiving a “Promote” or “Do Not Promote” recommendation, this block is left BLANK.

¢  For Position Vacancy PRFs, this block is left BLANK

¢ Members being nominated for a Position Vacancy promotion are considered implicit “DP”
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Section VII. BOARD ID:

This entry identifies the central selection board for which the PRF is being prepared. The board identification
information is included on the board convening notice the senior rater receives from the MPF (i.e., V0502D would
indicate: Mandatory Board (V); Promotion to Lt Col (05); Promotion Effective FY 02 (02); the board convenes
during the 4* quarter (D). Type the number in the block.

Section VIII. SENIOR RATER ID:

The senior rater ID is a five-digit code used to identify the position of the senior rater. It is provided on the PRF
notice received by the senior rater. Type the code in the block.

Section IX. OVERALL RECOMMENDATION:

The senior rater can make one of three recommendations: “Definitely Promote,” “Promote,” or “Do Not Promote
This Board.” Hand-scribe an “X” in the appropriate box.

¢ For Mandatory Boards:

.

Definitely Promote - conveys to the selection board the senior rater’s opinion that the strength of the
officer’s record (performance and performance-based potential) warrants promotion. There are no limits or
quotas for the number of “DPs” a senior rater can give--he/she can give all, some, or none of the total pool
of eligibles a “DP.”

Promote - means the officer is fully qualified for promotion and should compete on the basis of both
performance and broader considerations. A “Promote” means a senior rater believes the officer should be
promoted. The number selected from this category will vary by grade.

Do Not Promote This Board - This is self-explanatory. It used by the senior rater to send a strong signal to
the central selection board that the officer is deemed unfit/not ready for promotion. The senior rater of any
officer who awards a “Do Not Promote This Board” recommendation, will forward a copy of the
recommendation and a letter to the officer prior to the central selection board reminding the ratee of his/her
right to submit a letter of rebuttal to the central selection board. (Ref: AFI 36-2406, para 8.2.3.1.5)

¢ For Position Vacancy PRFs:

.

Leave this section BLANK

¢ Again, officers being nominated for PV are an implicit “DP” since they will be (or are already) assigned
to a higher ranking position

Section X. SENIOR RATER:

The senior rater’s name, grade, organization, duty title, SSN (Last 4 only), and signature are entered in this section.
Enter current data as of the date the PRF is completed. DON’T complete the PRF before the PRF cutoff date.

24



Important Administrative Tips
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PERFORMANCE REPORTS ARE SO CRITICAL, THEY CAN MAKE OR BREAK A CAREER! Your
written picture” of the ratee is all many selection boards get to see when making a selection for a promotion or job
opportunity. Envision yourself as a sales executive trying to sell a product (your ratee) in a very competitive market.
Your written OPR / PRF must be of the highest quality to ensure your ratee has a chance to be in the running. Once
the words are written, focus your attention on style, grammar, and spelling.

Errors in spelling, grammar, and format cause OPRs / PRFs to be returned for corrections, which significantly
adds to the report processing time!! Some OPRs / PRFs must be returned to the rater several times because
recommended corrections were not made or additional errors were generated and overlooked by the rater on
subsequent drafts. To ensure expeditious processing of your reports, note the following list of errors most commonly
made on OPRs / PRFs and avoid them:

FREQUENT PROBLEM AREAS

¢ Recommendations for promotion, whether specific or implied, are PROHIBITED throughout the OPR. The
following are examples of “implied” promotion recommendations (the offending portion is underlined for
emphasis):

- Her future progression in either rank or responsibility is unlimited

- ... performing at levels above his present grade

- ... far exceeding her years and rank

- A stellar performer ready to become a senior leader in logistics
- Sets the standard for my other commanders--five of whom are Lt Cols

- She’s field grade material (submitted on a company grade officer)

- Maj Jones s filling a Lt Col billet

- Ready for advancement now (advance(ment) is synonymous with “promote”)

¢ Improper use of the term “senior.”

¢ Reserved for officers already in the grade of Colonel or above. Any use of this term (i.e., senior
officer/leader/manager/staff/executive, etc. is not authorized for Lt Colonels and below)

¢ Ref: AF/DP Policy Letter, Attachment 3
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Broad statements outside the scope of the evaluator’s responsibility or knowledge.

¢ A broad statement is one that implies knowledge of Air Force members not assigned within the evaluator’s
realm of knowledge. For example, a group commander may not state the ratee is “the best civil engineer in
the business” because he or she does not have knowledge of 4/l civil engineers. Similarly, phrases such as “top
5% officer” or “clearly a top 1% CGO” are inappropriate because the evaluator does not have first-hand
knowledge of 4/l Air Force officers or CGOs. Broad statements such as these clearly lack credibility.
EXCEPTION: It would be permissible for an evaluator to make such a statement if substantiated by an
award, such as “Best comptroller in the Air Force--received the 1998 Air Force Financial Manager of the Year
Award.” Other examples of acceptable statements are “number one of my seven captains” and “top 1% of all
CGOs I've ever supervised.”

Misspelled words

¢ Electronic forms are now the standard for OPRs / PRFs so use the built-in spell-checker in FormFlow. It is
vital that you proofread your reports several times closely for spelling and grammar errors.

Bullet formats (See “Bullet Proofing” below and the Tongue and Quill, pages 161-165)
Reports signed and dated prior to the close-out date of the report.
Wrong “from” / “to” dates used.
Signatures missing
Wrong version of the AF Form 707 used
¢ Maj - Col: AF Form 707A
¢ 2Lt - Capt: AF Form 707B
Referral package missing referral letter and rebuttal
Concur / Non-concur boxes not marked.

Incorrectly hyphenated / split words. Use a good dictionary and “Tongue and Quill” guidelines for the proper
hyphenation of words.

Improper use of commas and capitalization of words. Again refer to “Tongne and Quill” for specific guidelines

Noun / verb disagreements (e.g., his loyalty and professionalism are indicative, NOT his loyalty and
professionalism #s indicative).

Using the symbol “%” versus using the word “percent” (OPRs)

Abbreviations being used without having previously spelled them out in the report and including the abbreviation
in parentheses

Improper use of numerical figures versus spelling the word out (spell out if less than 10; use numbers when 10 or
greater). Refer to “Tongue and Quill” for specific guidelines—-be consistent.

Additional duties listed not significant to mission
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BULLET PROOFING [P

¢ Bullet Format:

L4

¢

.

¢

*

- Abc def ... (Single dash (-) flush with left margin followed by one space then the first character of text

Sub Bullets must be properly aligned under the main bullet

- Abc def ... (Single dash () flush with left margin followed by one space then the first character of text)

-- Abc def ... (2 spaces from left margin, double-dash, space, then the first character of text)

Limit bullets to 3 lines (AFI 36-2406, chapter 3)

Using periods in bullet format

Avoid: Italics, underlining, CAPITALIZING, use of bold print headings, and/or exclamation points (!!!)
Begin your bullets with strong, action-oriented verbs to add an air of direction, efficiency, and accomplishment:
¢ Instead of, “Successfully handled a serious medical emergency—"

¢  Why not say, “Seized command of a life-threatening medical emergency saving two lives”

Don’t use valuable space with “/ead-in” titles for bullets:
¢  Instead of, “Impact: saved two lives and $23 million...”
¢  Why not say, “Saved two lives and $23 million...”

Avoid, when possible, using articles (a, an, the), negative words (isn’t, can’t, won't, decreased...use “increased” to
be positive), and conjunctions (and, but, or) in bullet statements

Avoid using pronouns (he, she, him, her), surnames (Capt Jones), or personal references (I, me, my) in bullet
statements

¢  Especially avoid starting each bullet in the following manner:

- Capt Jones did this... . or - He did this...
- Capt Jones did that... or - He did that....
- Capt Jones saved... . or - He saved....

Minimize using prepositions in bullets (i.e., at, in, about, above, across, among, from, to, toward, which, by,
between, among, etc.)
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When using “hard-hitting” descriptive clauses in a bullet, separate the clauses by either double dashes (--), semi-
colon (;) or an ellipsis (...) to highlight their importance. Avoid the use of colons (;) which imply a
discontinuance of thought, while a semi-colon implies continued thought to highlight a particular statement. For
example:

¢ A star -performer-took charge of a medical emergency...saved patient’s life
¢ Built benchmark medical logistics account; annual receivables up $800K
If secondary bullets are used, they should indicate impact, result, or scope of the primary bullet.

Always, always, always use the “active voice” when writing your bullets. Write short punchy, telegraphic
bullets 15-20 words long that communicate quickly and are easily understood.

Be very careful with words and phrases that weaken or modify statements that would otherwise be quite strong,
Modifying words such as the following can be deadly:

¢ almost  oneofthe  rarely seldom usually

Use words ending in “70n” and “ment” very sparingly. Usually they are nouns that have been made from verbs.
By using the active verb instead of the noun, you place the emphasis where it belongs--on the ratee, instead of on
what the ratee has done.

Be cautious with adjectives having several connotations that may imply hidden meanings. The term “aggressive”
can be used two ways. Hitler was aggressive. The word “dynamic” could also imply the ratee was “all afterburner

and no rudder.”

Use facts and accomplishments to highlight performance and justify your evaluation. Don’t just use numerous
adjectives and forget the facts. Board members view a string of adjectives without substantiating facts as eyewash.
Be very careful! '

Spell out (define) an acronym when it is first used, putting the acronym in parentheses after the term. Then, use
the acronym throughout the remainder of the OPR. For example, “Composite Health Care System (CHCS).” If
you do not use the term again in the OPR, don’t show the acronym. To pluralize acronyms, add a lower case “s”
to the end of the acronym without spacing-OPRs, PRFs, etc. To make an acronym possessive, add apostrophe “s”
(or “s” apostrophe if the acronym is already pluralized) to the end of the acronym--TRICARE’s or IMAs, etc.

If you have any questions concerning formats, proper grammar, abbreviations, acronyms, etc. for your OPR /

PRF reports, contact your Squadron Commander’s Support Staff for assistance. The goal of every rater should be to
produce the highest quality, “error-free” OPRs / PRFs he/she can for their ratees. They have given their best to
support us and our mission—-we can do no less in giving them our best.
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N Adding More To The Databank

The basic focus of all promotion boards is to identify the best officers with the greatest potential to serve at the
next higher grade. Unfortunately, there are always more qualified candidates for promotion than there are billets to
fill. ‘The most important factors considered are performance and potential! No amount of “squarefilling” or other
preparation will overcome a marginal OPR / PRF.

Well written, imaginative OPRs / PRFs which held a reader’s interest in the past, proved to be very effective.
However, in today’s highly competitive environment, previous success does not necessarily guarantee future success.
We must constantly strive to produce OPRs / PRFs of the highest quality which accurately and effectively
communicate our strongest endorsements to promote our officers. We must be innovative and creative, but more
importantly, we must be factual.

Appendices 1 - 5 will help accomplish this goal. They represent inputs from many MAJCOM:s and Air Force
bases. The descriptive narratives represent a cross-section of many different jobs throughout the Air Force - don’t be
intimidated or put-off by “operational line”-- view them as valuable tools of “what to do” and “what not to do” when
writing effective OPRs / PRFs. Closely scrutinize their content (i.e., $, # people, resources managed, etc.), style,
impact statements, and endorsements. Use these examples to compose your own OPRs / PRFs, to make them “come
alive” and “explode” off the page to convince selection board members YOUR officer deserves promotion. That’s
your job--the most important you’ll ever do!
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SAMPLES OF JOB DESCRIPTIONS APPENDIX 1

Example of a poor/weak job description. It isnt totally worthless, but it could be improved considerably. How
would you improve it?

. JOB DESCRFTION 1.outy nire: PRIMARY CARE NURSE

2. KEY DUTIES, TASKS, AND FESFONSBLITIES: Provides primary medical care 1 active duty, dependent and retired
patients in the Family Practice Clinic and on an inpatient basis wnder the cogrizance or supervision of a
physician. In emergency situations administers lifesaving procedures and medications pending the
availahility of a physician. Coordinates patient care with other health care professionals. Instucts other
mentbers of the health cars team. Mamber of the Pharmacy and Therapentics Committes and Medical
Readiness triage teatm.

The above duty title and job description needs to be more specific and include level of responsibility (e.g., Charge
Nurse, Division Chief, Section Manager, Flight Chief, etc.), number of people supervised, number of customers
supported, dollar value of accountable resources managed, etc. Quantify and use specifics. Tell what the job does
and help the reader sense how the ratee impacts the mission.

Example of a good job description. It isn’t perfect, but nothing ever is. However, though, it is good. Ask yourself
how it could have been made even better.

. JOB DESCRIPTION 1.putry niie: CHARGE NURSE, EMERGENCY SURGERY SERVICES

2. KEY DUTIES, TASKS, AND ResponsieiLiTies: Directs all surgical suite and central nursing sterile smsopmﬁons for
a 25- bed hospital supporting 1,200 active duty personnel and 10,000 beneficlaries. Admihisters a
$235,000 surgical suite bucdget and oversees a $245,000 surgical suite equipment inventory. Directly
supervises five surgical techhicians and ore operating room staff nurse. Manages and supports 70 to 80
surgeries a2 month. Monitors the quality control program for Surgery/ Central Sterile Supply. Conducts
preoperative, intraoperative, and postoperative patient interviews and perf